
Quick Start – Google Docs 
Login: http://docs.google.com 

 

 

 

Create a new document by clicking ‘new’ in the top left of 
the screen 

Google has ‘auto save’ built in - every document is 
continuously backed up, every edit is saved, and you can 
always return to any previous version of a document! 

 

 

 

Collaborate on a document by 
clicking the ‘share’ button on the 
right of the document window. 
Choose how and with whom you’d 
like to share. 

 

 

 

 

 

If you need to get a document “out of” 
Google Docs, choose the ‘File’ menu, then 

‘Download file as…’ and select your 
desired export format.  
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